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Disclosure 

This template is Copyright © 2010 by The Workgroup for Electronic Data Interchange (WEDI) 
and the Data Interchange Standards Association (DISA), on behalf of the Accredited Standards 
Committee (ASC) X12. All rights reserved. It may be freely redistributed in its entirety provided 
that this copyright notice is not removed. It may not be sold for profit or used in commercial 
documents without the written permission of the copyright holder. This document is provided ñas 
isò without any express or implied warranty. Note that the copyright on the underlying ASC X12 
Standards is held by DISA on behalf of ASC X12. 2011 © Companion Guide copyright by 
CSRA. 

The information in this document is subject to change. Changes will be posted via the NCTracks 
website located at https://www.nctracks.nc.gov/content/public/providers/provider-trading-
partners.html. 

https://www.nctracks.nc.gov/content/public/providers/provider-trading-partners.html
https://www.nctracks.nc.gov/content/public/providers/provider-trading-partners.html
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Preface 

Companion Guides (CG) may contain two types of data, instructions for electronic 
communications with the publishing entity (Trading Partner Information) and supplemental 
information for creating transactions for the publishing entity while ensuring compliance with the 
associated ASC X12 Implementation Guide (IG) (Transaction Instructions). Either the Trading 
Partner Information component or the Transaction Instruction component must be included in 
every Companion Guide. The components may be published as separate documents or as a 
single document. 

The Communications/Connectivity component is included in the Companion Guide when the 
publishing entity wants to convey the information needed to commence and maintain 
communication exchange. 

The Transaction Instruction component is included in the Companion Guide when the publishing 
entity wants to clarify the IG instructions for submission of specific electronic transactions. The 
Transaction Instruction component content is limited by ASC X12ôs copyrights and Fair Use 
statement. 
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1. Introduction 

1.1 PURPOSE 

This document is intended to provide information from the author of this guide to Trading 
Partners to give them the information they need to exchange Electronic Data Interchange (EDI) 
data with the author. This includes information about registration, certification, connectivity, and 
support, and specific information about control record setup. 

1.2 SCOPE 

This Trading Partner Information Companion Guide is intended as a resource to assist 
providers, clearinghouses, service bureaus, and all other trading partners of the North Carolina 
Division of Health Benefits (DHB), Division of Mental Health (DMH), Division of Public Health 
(DPH), and Office of Rural Health and Community Care (ORHCC) in successfully conducting 
EDI of administrative health care transactions using NCTracks, the multi-payer system 
supporting these payers. This document provides instructions for enrolling as an NCTracks 
Trading Partner, obtaining technical assistance, initiating and maintaining connectivity, sending 
and receiving files, testing, and other related information. This document does not provide 
detailed data specifications, which are published separately by the industry committees 
responsible for their creation and maintenance. 

1.3 OVERVIEW 

This guide provides communications-related information that a Trading Partner needs to enroll 
as a Trading Partner, obtain support, format the ISA and GS envelopes, submit tests, and 
exchange production transactions with NCTracks. 

Providers who are not enrolled in NCTracks cannot enroll as Trading Partners until registered 
and credentialed with NCTracks. Please contact NCTracks Enrollment at  
1-800-688-6696 or visit the following website: 

https://www.nctracks.nc.gov/content/public/providers/provider-enrollment.html 

1.4 REFERENCES 

The NCTracks website contains links to all forms and related information for enrollment as a 
Trading Partner. Refer to http://www.nctracks.nc.gov/index.html for additional information and a 
variety of useful quick links such as FAQs, enrollment instructions, and complete set of 
companion guides on NCTracks. 

For NCTracks Health Insurance Portability and Accountability Act (HIPAA) Companion Guides, 
please visit the following website. Transaction companion guides are also available within the 
Trading Partner Testing Portal, which is a self-service EDI test site for NCTracks trading 
partners. 

http://www.nctracks.nc.gov/provider/guides/index.html 

For NCTracks trading partner enrollment information, please visit the following website: 

https://www.nctracks.nc.gov/provider/providerEnrollment/ 

https://www.nctracks.nc.gov/content/public/providers/provider-enrollment.html
http://www.nctracks.nc.gov/index.html
http://www.nctracks.nc.gov/provider/guides/index.html
https://www.nctracks.nc.gov/provider/providerEnrollment/
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2. Getting Started 

2.1 WORKING TOGETHER 

NCTracks Support Services Contact Information 

Phone: 1-800-688-6696 

Email: NCTracksprovider@nctracks.com 

Website: http://www.nctracks.nc.gov/provider/index.html 

EDI Technical Assistance 

Phone: 1-800-688-6696, option #1 

Email: NCMMIS_EDI_SUPPORT@csra.com 

Website: http://www.nctracks.nc.gov/provider/index.html 

Companion Guides: http://www.nctracks.nc.gov/provider/guides/index.html 

Provider/Trading Partner Enrollment 

Currently Enrolled Provider (CEP), Billing Agent Enrollment: 

Phone: 1-800-688-6696 

Email: NCTracksprovider@nctracks.com 

Website: https://www.nctracks.nc.gov/provider/providerEnrollment/ 

NCTracks Enrollment: 

Phone: 1-800-688-6696 

Email: NCTracksprovider@nctracks.com 

https://www.nctracks.nc.gov/content/public/providers/provider-enrollment.html 

2.2 TRADING PARTNER REGISTRATION 

2.2.1 Trading Partner/Providers Enrollment 
An EDI Trading Partner is any entity (provider, billing service, software vendor, employer group, 
financial institution, clearinghouse, etc.) that transmits electronic data to or receives electronic 
data from another entity. 

Trading Partner registration, which includes electronic signature of the Trading Partner 
Agreement (TPA) and generation of the Transaction Supplier Number (TSN), is an online 
process, and the instructions are provided in this document. Clearinghouses, service bureaus, 
trading partners, billing agents, and other entities that intend to exchange electronic transactions 
with NCTracks must sign the TPA and be enrolled into NCTracks. 

mailto:NCMedicaid@csc.com
http://www.nctracks.nc.gov/provider/index.html
mailto:NCMMIS_EDI_SUPPORT@csra.com
http://www.nctracks.nc.gov/provider/index.html
http://www.nctracks.nc.gov/provider/guides/index.html
mailto:NCMedicaid@csc.com
https://www.nctracks.nc.gov/provider/providerEnrollment/
mailto:NCMedicaid@csc.com
https://www.nctracks.nc.gov/content/public/providers/provider-enrollment.html
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Successful enrollment is required before proceeding with exchange of EDI data. 

Currently Enrolled Provider (CEP), Billing Agent Enrollment: 

Phone: 1-800-688-6696 

Email: NCTracksprovider@nctracks.com 

Website: https://www.nctracks.nc.gov/provider/providerEnrollment/ 

NCTracks Enrollment: 

Phone: 1-800-688-6696 

Email: NCTracksprovider@nctracks.com 

https://www.nctracks.nc.gov/content/public/providers/provider-enrollment.html 

Please note that all entities should obtain NCID (North Carolina Identity Management) 
credentials before enrolling into NCTracks. For information on obtaining NCID credentials, 
please refer to the following websites: 

NCID Registration: https://ncid.nc.gov 

NCID FAQs: https://www.ncid.its.state.nc.us/NCID_FAQ2.asp 

2.2.2 User Provisioning and Mailbox Creation Steps 
Any users registered and provisioned in the Billing Agent application on or before June 24, 2013 
will automatically be provisioned into NCTracks and their mailboxes will be created before 
Go-Live. 

Trading Partners can provision themselves to submit their files via MoveIT/FTP-Batch and 
Council for Affordable Quality Healthcare Committee on Operating Rules for Information 
Exchange (CAQH CORE) methodologies. Following are the steps for those Trading Partners 
(clearinghouses, billing agents, etc.) who will be provisioning themselves after July 1, 2013. 
These steps are usually performed by the office administrator or user administrator. Users 
whose NCIDs are provisioned to submit or receive X12 transactions will have their own 
individual mailboxes. 

2.2.2.1 New User Setup Instructions 

This series of web pages allows the office administrator or user administrator to create a new 
user in the NCTracks application. 

Step 1: 

Log in to https://www.nctracks.nc.gov. 

Enter your NCID and Password and click the Log In button. 

mailto:NCMedicaid@csc.com
https://www.nctracks.nc.gov/provider/providerEnrollment/
mailto:NCMedicaid@csc.com
https://www.nctracks.nc.gov/content/public/providers/provider-enrollment.html
https://ncid.nc.gov/
https://www.ncid.its.state.nc.us/NCID_FAQ2.asp
https://www.nctracks.nc.gov/
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Step 2: 

The page in this step determines whether the user you are creating is an owner/managed 
relationship user. Select No and click the Next button if you are not creating an owner/managed 
relationship user. 
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If you are creating an owner/managed relationship user, select Yes and select the 
Owner/Managing Employee from the drop-down field. Click the Next button. 
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Step 3: 

At a minimum, enter all the required data elements for the page. When entering the User ID 
(which is an NCID), click the Validate button to ensure the NCID is valid. The system will 
populate the Email field with the email address that was used when the NCID was created. 
Click the Next button. 
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Step 4: 

Select a Provider Group from the Available Groups list on the left side of the page, and click the 
Add button to add the group to the Selected Groups list on the right side. The Selected Groups 
list contains the selected Provider Groups for the user you are creating. A Provider Group 
contains the National Provider Identifiers (NPIs) for which the user can bill. To view the NPIs in 
a Provider Group, select the group from the Selected Groups list and click the Show Assigned 
Groups Legend button. A list of all the NPIs in the selected group will display in the Group 
Legend field. 

After selecting all the Provider Groups for the user, click the Next button. 

 
 



NC DHHS NCTracks Companion Guide 
Trading Partner Information ASCX12N005010 

 

December 2018 9 

Step 5: 

Select a role from the Available Roles list on the left side of the page, and click the Add button 
to add the role to the Assigned Roles list on the right side. The Assigned Roles list contains the 
roles that the user can perform in the Provider Portal, for the user you are creating. To view an 
explanation of each role, select a role from the Assigned Roles list and click the Show 
Assigned Role Legend button. A list of all the roles will display in the Roles Legend field. 

After selecting all the roles for the user, click the Submit button. 
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This page displays the results of the New User Setup. The User NCID was added as a user. 
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2.2.2.2 User Maintenance Setup Instructions 

This series of web pages allows the office administrator or user administrator to change a userôs 
demographic information, Provider Groups, and roles for the Provider Portal. 

Step 1: 

This page allows you to search for a user to change their data or go the New User Setup pages. 

 
 












































































































































































